MINNESOTA
HOUSING

Basic Navigation and Loan Maintenance
System Guide

April 22, 2019



MINNESOTA HOUSINEBASIC NAVIGATION AND LOAN MAINTENANCE SYSTEM GUIDE

Table of Contents

Accessing the Loan Commitment SYSeM .......ooooiiiiiiiieeeeee e 4
Logging in to the Loan Commitment SYSEM .........coiiiiiiiiiiiiiiiie e e 4
Changing Your Loan Commitment SyStem PasSWOrd.............ccevvvvviviiiiiiiiiiieiiiiiiiieieeeeeeeeee 5
Logging Out of the Loan Commitment SYStEM .......ccocceiiiiiiiiiiiis e 6

The Loan Commitment SyStem BasSICS ..........coiiiiiiiiiiiiiiii e 7
Yo 11T T I Y01 | PP 7
SToro ol a1 aTo o] =T Ao =1 o W PP PP PPPPPPPPPPPP 9
Search for a Loan in the Pipeling ViSta SCreEN ..........ccuuiiiiiiiie i 12
PIpeliNg ViSta....ccoiiiiiiii 15
FUNAING PIPEIINE VISTA ...uvviiii it e e e et e e e 16
Creating and Saving Profile VIEWS ..........cuiiiiiiiiiiiiiiiiiiiiieieeeeeeeeee ettt 17
Filtering Pipeling Table Data.............uuuiiiiii e e e e e e e 19
Creating and Saving Profile VIEWS .........cuuiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee ettt 23

The Navigation PaNeI....... ... e 25
[T o L= o TP PPTT TR 25
1] T 26
Uploading a Fannie Mae 1003 ..........oooiiiiiiiiiiii 27
SBAICH ..ottt e et e e e e e e 29

THE ACHONS IMENU ...ttt e e e e eeeeens 30
(0T ST PTPPPPPT 31
ATLACHIMENTS ...ttt e e e et e e e e e e e s 33
LO70] 1011 01T 01 £ PP PP RPUPPPRTTTN 35
(@0 [ ST T oot PP PP PPPPPPPPPPPPP 36
[ oo 18 Tox 3= T (o I = Tor | o [ 36
Order DOCUMENTS ....ceeiiieie e e et e e e e et e e e e e e e e eaat s e e e e e e eeaataaaaaeaaaeeeessssnnaaaeaeeeennnes 37

LOAN MAINTENANCE........coi i 40
HOW to cancel @ l0an: ... 40

How to Change Loan Pricing when Lock..St.a82us i s
How to change | oan pricing when | ock..st&dlTus 1is

HOW t0 @XIENA @ FATE IOCK. . ... e e et aaas 53

ELC_Lender_Basic_Navigation_and_Loan_Maintenance_System_Guide 2 of 57 04/22/20



MINNESOTA HOUSINEBASIC NAVIGATION AND LOAN MAINTENANCE SYSTEM GUIDE

How to add more than two borrowers to a loan tranSacCtioN ...........vveeveeieieieieeee e eeeeens 54

L= AV (o RS o (1<) L PO 57

ELC_Lender_Basic_Navigation_and_Loan_Maintenance_System_Guide 3of 57 04/22/20



MINNESOTA HOUSINEBASIC NAVIGATION AND LOAN MAINTENANCE SYSTEM GUIDE

Accessing thé.oan Commitment System
Loggingn to the Loan Commitment System

TheLoan Commitment SysteisaccessiblehroughInternet Explorer only

Priorto loggingin to the LoanCommitment Systenyour systemadministratormust havea useraccount
setup for youin Loan Commitment Systedministrationand provideyouwith a usernameand
password

Toaccesyour2 NH | Y A Lokn(iCbrényitieint Systeproductionenvironment,proceedwith these
steps:

1. 1 00S&aa aAyySazidl 1 2dAaAy3aQa [2ly [/ 2YYAUYSyld {e@a
TheLoan Commitment Systelngonscreendisplays.

Logon

MINNESOTA
HOUSING

Username:

Password:

~  Change Password

Login
Username/Password help

[ -

2. Inthe Usernaméfield, enter yourusername.
3. Inthe Passwordield, enter youmpassword.

4. ClickLogin.
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ChangingrourLoan Commitment SysterRassword
TheLoan Commitment Systelngonscreenenablesyouto changeyourloginpasswordBesureyou
choose a passwordyou caneasilyremember, but iglifficult for someoneelseto guess.
Tochangeyour passwordor the Loan Commitment Systemroceedwith thesesteps:

1. 1 00Saa aAyy SlaahCommitnRedrSystgnd Q &

TheLoan Commitment Systelngonscreendisplays.

Logon

MINNESOTA
HOUSING

Username:

Password:

» | Change Password

Login
Username/Password help

-~ -

2. Enter youremail address in th&Jsernamefield andcurrent password in th®asswordield.

3. Clickthe ChangePasswordcaret.

Username:

Paszword:

Y
Cd

A Change Password

MNew Password:

Confirm:

Login

Usgername/Password help

4. Inthe New Passwordield, enter anew password.
Note: Passwords must be at least dBjitslong andcontain at least 1 numbed upper case
letter, 1 lower case letter and 1 special charackaisswords cannot be reused.

5. Inthe Confirmfield, enter the new passwordagain.

6. ClickLogin
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LoggingOut of the Loan Commitment System

Priorto loggingout of the Loan Commitment Systeransureyou saveall of your work.It is
recommendedhat youlog out of the LoanCommitment Systermather thanjust closingthe web page. If

you closethe web page by clickingthe Xin yourweb browser,changeswill not be saved.

Tologout of the Loan Commitment Systemroceedwith thesesteps:
1. Inthe menu,clickonyourUsername

2. Inthe drop-downlist, clickLogout

ale

v
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TheLoan Commitment Systermasics
Thissectiondescribeghe basiclayout of the EnterpriseLendingCenter anchowto locatea loan.

ScreerLayout

All of the screendn the Loan CommitmenSystemhavecertainsimilarfeatures.Thefollowing features

arethe samein all of the screensn the Loan Commitment System

Active Borrower Work Area -
Navigation Management Bar A:’tmns _—
Loan enu
l Panel Screen Word Area  Loan  Borrower
lTitIe 1D

e
7Y
&£

@ <
Loan Summary
\ 3000016825 QA_New Loan New
- N _ﬁrgimer, PYS  Add Application

Borrower Information |.

First Name Alice LastName | Firstimer First Name Last Name

1 NavigationPanel Thissectiondisplaysall of the screensavailablefor youto viewand workin.
For moreinformation on the navigationpanel,refer to the sectionin this user guidetitled & ¢ K S
Navigatiort I y St d¢

1 Active Borrower ManagementBar. Thisbar displayghe 1003informationfor each borroweron
aloan. Yowanadda borrowerapplicationto aloanby clickingAdd Application. Youcanalso
switchthe borrowers anddelete a co-borrower by clickingon the drop-down list:

America, Andy | America, Amy *
rmowers

Co Borrower

9 ScreenTitle. Thetitle of the screen you are working in will be displayethis tab.

1 Work Area Thisiswhereyou build or editaloan. Thework areachangesiependingon the
screenyouareworkingin.

1 LoanID. Thisisthe Minnesota Housingpan IDfor the loanyou are workingin.

1 Borrower Names Thisswherethe borrower namesdisplayfor the loanyouare workingin.

1 LoanStatus Thisiswherethe statusof the loandisplaysStatusoptionsare dependenton your
2 NH | y A préfeliehcBsy/ Q &
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1 ActionsMenu. Once the loan is selected, use these features to perform certain actions on the
loan. Formore informationon the Actionsmenu, referto the sectionin this user guidditled
GTheActionsa Sy dzé¢ @

1 Save Thisishowyousavechangesoumadeto aloan. Itisrecommendedhat you save
frequently
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Searchindor aLoan

TheLoan Commitment Systeanablesyouto searchfor aloanin two ways,allowing for easyacces®f a

loan.Youcansearchfor aloanin the followinglocations:

1 Navigationpanel

1 PipelineVistaScreen

Tosearchfor aloanusingthe Searchbutton in the navigationpanel, proceedvith thesesteps:

1. Inthe Loan Commitment SysteralickSearch

=

TheLoanSearctdialogdisplays.

Loan Search

| -

o}

Field | Creation Date

T |

Between

| 2/5/2016

=

5| and [ mm/dd/yyy [5 | 2% Delete K AddiFiters

Loan Mumber

Last Name

First Name

Status

Loan Amount

Property Street
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2. Inthe Fielddrop-downlist, selectthe criteriayouwant to usefor yourloansearch.

= Field |Creation Date v| Betwes

Adjustment Grid Link

Application Date

Loan | Application Received Date
brwrMemberMumber
Channel
Client branch
County FIPS Code
Creaticn Date
Creditor Address -

3. Inthe date range fields selecta beginningdate and anendingdate between whichthe loanwas
created.

Between 2/5/2016 5‘ And ‘mm»’dd/yyv‘-, 5 || 7 Delete Q'A‘:dﬂvlfgﬁ

Toaddanadditionalsearchfilter or removea searchfilter, follow thesesteps:

a. Addasearchfilter by clickingAdd Filter.

2/5/2016 5 |And |mr‘"|;’d|:|;";.-'}r',.-'~, 5 | / Delete |2 Add Filter

A newsearchcriterialine displays.

Field |Creation Date v | Between |2f’9f2015 5 |And |5f5f2016 5 | x Delete
> IFieId |Adjustment Grid Link v | [EqualTo v || |/ Delete  \) Add Filter |
Q Search
ELC_Lender_Basic_Navigation_and_Loan_Maintenance_System_Guide 100f 57
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b. Removeasearctfilter by clickingDelete.

Field |Branch ID A I lEquaI To v ‘ l - J;E
Max Number of Results: | 1000 _

4. ClickSearch

|2/9/2016 | 5| And |5/5/2016 | 5| /% Delete
[ search | «——

Alist of loansmatchingyour searchcriteria displays:

Loan Search x
Field |Creation Date - | Between | 2/9/2016 | 5 | and | 5/5/2016 | 5 | 7< Delete _
Loan search results: 2 loans. _
Loan Mumber Last Name First Name Status Loan Amount Property Strest
.
3000002424 Loan Test PreQual 325000.00 789 Happy Lane

5. Highlightthe loanyouwantto openby clickingon the loanline item.

6. ClickOpen
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Searchfor aLoanin the Pipeline Vista &een

1. SelectPipeline Vistarom the left navigation menu

B QX

My Tasks
——>| | Pipeline vista

Announcements

2. Clickthe ShowPipelineSearchcaret.

Field iLoan Number ¥ | |Like v I | 7 | /7~ Delete loAddFilterl

Max Number of Results: | 1000 | 1 Search

3. Inthe Fielddrop-downlist, selectthe criteriayouwant to usefor yourloansearch.

'~ Show Pipeline Search

Field |Loan Mumber v Like A

Branch ID -
Max Ny Client branch

~ | Creation Date
-

First Name =
Loan N Creation Date Ints
Loan Amount
ml Loan Number 2/23/2016
300001 Mtg Type ID v | 3/1/2016
4. Inthe Likedrop-down list, selectanoption.
# show Pipeline Search
Field |Loan Mumber - Like A
Equal To
Max NMumber of Results: | 1000 Not Equal To
- Like D S——
L Open
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5. Inthe freetext field, enteravalue.

Forexample if you selectLoanNumberin the Fielddrop-downlist, enter the loan numberof the
loanyouwantto find.

A Show Pipeline Search

\ 4
Field |Loan Number v | |Like v | |0123456789 /7 Delete | Add Filter

J_ Search

Max Number of Results: | 1000 |

Toaddanadditional searcliilter or removea searctfilter, follow thesesteps:

a. AddasearcHfilter by clickingAdd Filter.

|2/5/2016 | 5 | And | mm/dd/yyyy| 5| 2% Delete | Add Filter | €——————

A newsearchcriterialine displays.

Loan Search
Field |Creation Date v | Between [2/9/2018 5 | And |s/5/2016 = 7 Delete
IFieId |Adjustment Grid Link - | |Equa| To - | | || ?( Delete oAdd Filter I
. Search
b. RemoveasearcHfilter by clickingDelete.
Field |Branch ID ¥ | |Equal To v M J| /< Delete I ) Add Filter
Max Number of Results: 11000 I | Q‘, Search

6. Inthe Max Numberof Resultsfield, youcanchangethe numberof resultsthat display.

Themaximum valug/ou canenter inthe Max Numberof Resultsfield is 1000(this is the default
valuepopulatedby the system).

#  Show Pipeline Search

Field |Loan Number v Like -

|Max Mumber of Results: | 1000 I
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7. ClickSearch

01234567859

e (O

EEee—

Alist of loansmatchingyour searchcriteria displays.

8. Doubleclickthe line item of the loanto openit.

Field |Creation Date - Between [2/9/2016 |5 | And [s/5/2016 5| 2 Delete
Loan search results: 2 loans. _
Loan Number Last Name First Name Status Loan Amount Property Strest

3000002423
3000002424

_ “

PreQual 325000.00 789 Happy Lane

Loan

Test
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Pipeline Vista

This section includes the following topics:

=A =4 =4 =8 =4

Funding Pipeline View
CreatingandSavind?rofileViews
FilteringPipelineTableData

My TasksScreen
CreatingandSavind?rofileViews

ThePipelineVistascreenenablesyou to searchfor and view current loansin your pipelineTolearn

more about searchingor a loanin the PipelineVistascreen, refetto the section in this guidetitled,

oSearchindor aLoart @

Toaccesshe PipelineVistascreenclickPipelineVistain the navigationpanel.

My Tasks
—> Pipeline Vista

Announcements

ThePipelineVistascreendisplaysasshown

Pipeline Vista X

ﬁ m
Actions  Save

A Show Pipeline Search
Field |Loan Number ~ | |Uke /< Delete &) Add Filter
Max Number of Results: | 1000 4 Search
" Open Default Pipeline Vista - | Mana

Loan Number  First Name Last Name Co-Borrower Fire Co-Borrower Las Property Street  Minnesota Cities Property Zip & Product Program Status Lock Status Nam Lender Loan Nur
4000003451 Mister Meeseeks 2323 Earth St Braham 55006 Fannie HFA Prefc Start Up Registered Locked 684731684
4000003581  Dewey Hafta 123 Main Street Forest Lake 55025 Fannie HFA Prefc Start Up Lender Certified Locked
4000003617  Dewey Hafta 456 Oak St Forest Lake 55025 Rehabilitation Lo Rehabilitation Registered Locked
4000003620  Mickey Mouse 456 Oak Stree Forest Lake 55025 Rehabilitation Lo Rehabilitation Registered Locked
4000003635 Justin Evenson 789 Main Street Forest Lake 55025 Fannie HFA Preft Step Up Registered Lock Extended
4000003647  Donald Duck 741 Main Street Forest Lake 55025 Fannie HFA Prefe Step Up Registered Locked
4000003658 Daffy Duck 789 Main Street Forest Lake 55025 Fix Up Fix Up Purchased Locked
4000003659 Daisey Duck 456 Oak Street Forest Lake 55025 Fix Up Fix Up Purchased Locked
4000003660  Bugs Bunny 123 Main Street Forest Lake 55025 Energy Incentive Fix Up Purchased Locked =
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Funding Pipeline Vista

The Funding Pipeline Vista enables you to view loan amounts and their disbursement date. To change to
this view from the Pipeline Vista homepage:

1. Click the dropdown box on theight side of the screen above the loan list

2. SelectFunding Pipeline Vistirom the list (as shown below)

Pipeline Vista \

A Hide Pipeline Search

Field |Loan Number v | |Like

v 7 Delete ) Add Filter

Max Number of Results: 1000 2 Search

_* Open

Lender Loan Nur Loan Number  Last Name Property Street  Product

Program Lock Status Nam Status A True & Certify D. Disbursement D Base Loan Amou Total Minnesota Involved Parfly: Default Pipeline Vista

=
Start Up Locked Lender Certified 3/8/2019 3/13/2019 85,000.00 86,275.00 Anoka_Lendifgp Funding Pipeline Vista

4000004388 test 12 main Fannie HFA Prefc

Disbursement D:i Base Loan Amou Total Minnesota |Involved Party: I Default Pipeline Vista

3/13/2019 85,000.00 86,275.00 [Anoka_LendingP Funding Pipeline Vista

3/13/2019 85,000.00 B865,275.00 |Anoka_LendingP MHFA
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Creatingand SavingProfile Views

ThePipelineVistascreenenablesyouto changethe waythe headercolumnsdisplayin the screen.

Youare ableto savemultiple profile viewsto helpyoueasilyview certainloans basedon specific

 Open | Default Profile v ‘ Manage Profiles ~
Loan Number Last Name First Name Status Loan Amount Est Closing Date Application Date Purpose 1D Loan Officer Interviewer Clier|
3000002424 Loan Test PreQual 325,000.00 Purchase

3000002423 Firstimer Alice

3000002422 Firstimer Alice

Submitted to Fur

Submitted to Prc

320,000.00 3/31/2016 2/29/2016 Purchase Jimmy Originato Example Client

320,000.00 5/30/2015 8/24/2015 Purchase Jimmy Originato Example Client

Tobuild a custom profileviewin the PipelineVistascreen proceedwith thesesteps:

1. Moveaheadercolumnby clickingon the header anddraggingt whereyouwant it to

display.

2. Whenyou havethe headersplacedwhereyouwant, proceedwith thesestepsto savethe

profile view:

a. Inthe ManageProfilesdrop-downlist, clickSaveAs

| Defzult Profile - | |

Manage Profiles ~ |

Loan Officer

Jimmy Originato

- B

TheSaveAsProfile dialogdisplays:

Save As Profile

L —
o
L —

I

Enter a name to identify this profile and
click 'Save As'.

/

LJ Set as default
N

Cancel Save As

b. Inthe freetext field, enteranamefor the profile view.

c. Selectthe Setasdefault checkboxf youwant this viewto displaywhenyouopen the

PipelineVistascreen.

d. ClickSaveAs
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Theviewisavailablein the Default Profile drop-down list.

| - | Manage Profiles =

Ipar Default Profile

e

est I

Purchase Jim

3. Youcandeleteaviewby followingthesesteps:
a. Selectthe viewin the Default Profiledrop-down list.

b. Inthe ManageProfilesdrop-downlist, selectDelete.

| Test - Manage Profiles ~

Loan Officer

rchase Jimmy Originator

TheDeleteProfiledialogdisplays.

Delete Profile

 —

—F= Select the profile to delete and then click
® === 'Delete’

Test v |

c. Inthe drop-downlist, selecthe profile viewyouwant to delete.

d. ClickDelete
TheDeleteConfirmationsystem messaggisplays:

Delete Confirmation x

Are you sure you want to delete the Test profile?

Yes No |

e. ClickYes
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FilteringPipelineTableData

Inthe PipelineVistascreenyou canright clickonthe (i | 6 €olarfndieadersto view menu options.

Theoptionsenableyouto personalizeyour view of the table by sortingthe columns, resizingthe

columnsor filtering the column data:

Product Last Name
Miller
Dowell
Firstimer
Firstimer
Firstimer
Firstimer
Firstimer
Firstimer
Firstimer
Spender test

QA Test ARM 10; America

ARM Test produc Miller

First Name
Chad
Andrew
Alice

Alice

Alice

Alice

Alice

Alice

Alice
Elizabeth test
Andy

Terri

Loan Amount ME TE D Mame (Branch)

50
20
13
13
13
13
13
13
13

25

4] Sort Ascending
2| Sort Descending

Group By This Column
Show Column Chooser

Best Fit

T0 mh| o0

Best Fit (all columns)

Filter Editor...

f.: -

Hide Search Panel

Show Group Panel

105,660.00
250,000.00

Conventional Example Client Z-Exampl

Conventional Example Client Z-Examp

ple Client Z-Exampl
ple Client Z-Exampl
ple Client Z-Exampl
ple Client Z-Examp
ple Client Z-Exampl
ple Client Z-Examp
ple Client Z-Exampl
ple Client Z-Examp
ple Client Z-Exampl

ple Client Z-Examp

Theright-clickmenuprovidesthe following options:

f SortAscendingSortsthe tablein ascendingrderbythe ¥ A NBR (i  ididrhatiat, y” Q &

f SortsDescendingSortsthe tablein descendingrderbythe ¥ A NR& (  ididrbatax y Q &

1 ClearSorting Removesortingappliedto the table.
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1 Groupby ThisColumn Groupdoansaccordinghe selectedcolumn

Thisimageillustratesloansgroupedby the CreationDatecolumndata:

Loan Number Clientbranch ~ ROC IntegratedDisclo Product Last Name First Name Loan Amount
# Creation Date: 1/20/2016
[-omnvaeyzas
3000016144 Example Client z QA Operations C TILA-RESPA 201 Firstimer Alice 400,000.00
3000016145 Example Client z QA Operations C TILA-RESPA 201 Early Check ULD Sandeep 300,000.00
3000016148 Example Client z QA Operations C TILA-RESPA 201 8.0 Regression F America Andy 105,660.00
3000016149 Example Client z QA Operations C TILA-RESPA 201 8.0 Regression F America Andy 105,660.00
3000016150 Example Client z QA Operations C TILA-RESPA 201 8.0 Regression F America Andy 105,660.00
3000016151 Example Client z QA Operations C RESPA 2010 30 Yr Fixed America Andy 105,660.00
3000016154 Example Client z QA Operations C TILA-RESPA 201 8.0 Regression F User Test 150,000.00
3000016155 Example Client z QA Operations C TILA-RESPA 201 30 Yr Fixed America Andy 105,660.00
3000016156 Example Client z QA Operations C RESPA 2010 8.0 Regression F America Andy 105,660.00
3000016157 Example Client z QA Operations C TILA-RESPA 201 8.0 Regression F America Andy 105,660.00
3000016158 Example Client z QA Operations C TILA-RESPA 201 America Andy 105,660.00
3000016159 Example Client z QA Operations C RESPA 2010 America Andy 105,660.00
3000016146 Example Client z AUTOFLOW OP C TILA-RESPA 201 QA FHA Product Bogus Ronal 81,400.00
3000016147 Example Client z AUTOFLOW OP C TILA-RESPA 201 SKO REGRESSIC Bogus Ronal 81,400.00
#® Creation Date: 1/25/2016
#® Creation Date: 1/27/2016

1 ShowColumnChooser Enables/outo removecolumns or add them back

Creation Date & DG, IntegratedDisclo Product Last Name First Name Loan Amount
2/9/2016 RESPA 2010 1003Import New 0.00
2/9/2016 DESDA

Column Chooser
5/26/2016 —
[ Client branch
6/1/2016 .00
Loan Number
6/1/2016 .00
6/1/2016 .00
! 6/1/2016 .00
6/2/2016 .00
7/21/2016 .00
9/9/2016 .00
9/26/2016 .00
11/21/2016 .00
2/5/2016 AUTOFLOW OP T TILA"RESPA 20T SKU REGRESSIC 5. 1.55613 7T BT;500.00
11/7/2016 QA Operations C TILA-RESPA 201 Customer Ken 300,000.00
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Arrange a column view using these actions:

0 Toaddacolumn,draganddropthe columnnamefrom the ColumnChoosetistto the table.
Thedoublearrowsindicatethe locationin the table wherethe columnis added.

0 Toremoveacolumn,draganddropthe columnheader fromthe tableto the Column

Choosetist.

o0 Toreorderacolumn, draganddropit to another columnocationin the table.

A BestFit. Setsthe selectedO 2  dafingefisionto bestfit the data

A BestFit (allcolumns) Setsall O 2 f da¥igeasidngo bestfit the data

A Filter Editor. Displayghe Filter Editordialog:

i Filter Editor °

And @

ROC Begins with <enter a value> @

oK Canoel_ Apply

Youcanedit the filter rule by updating, addingor deletingfilter conditionsandvalues.

1 ShowSearchPanel Displayshe SearcHield.

TheSearcHield enablesyouto filter the loanlist by searchword,asa K2 6y 06 St 2 6 @
the filtering.

|ﬁrsttime|1 X || Close l

Loan Number

Creation Date

Client branch ROC

3000016411  2/23/2016
11/28/2016
12/8/2016

2/15/2016

3000016990

3000017027 Example Client z QA Operations C RESPA 2010

3000016309 Example Client z QA Operations C TILA-RESPA 201
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1 HideSearchPanel Closeghe searchpanel

1 ShowGroupPanel Displayghe grouppanel,whichlistsanygroupingsappliedto the
columndata

Thisimageillustratesthe GroupPanel.Thelist inthe figureis groupedfirst by Creation Date
andthen by LoanAmount:

| ARSI

Loan Number Client branch ROC IntegratedDisclo Product Last Name
® Creation Date: 1/18/2016

& | Creation Date| 1/19/2016

3000016066 Example Client 2 QA Operations C RESPA 2010 Customer
Loan Amount: 45,000.00
Loan Amount: 81,400.00
Loan Amount: 105,660.00
Loan Amount: 118,000.00
Loan Amount: 131,257.00

Loan Amount: 144,993.00

Loan Amount: 175,000.00

Arrangea groupview usingtheseactions:

o Toaddanewgroup,draganddrop acolumnheaderin the tableto the GroupPanel.
0 Toremoveagroup, draganddrop a columngroupfrom the GroupPanel.

0 Topromoteor demotea columnin subordination,draganddrop the columngroup
within the GroupPanel.

1 HideGroupPanel Hidesthe GroupPanel irnthe screen.
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Creatingand SavingProfile Views

TheMy Taskscreenenablesyouto changethe waythe header columnslisplayin the My Tasks
screen. Yoare ableto savemultiple profilesto helpyoueasilyviewcertainloan attributes.

A | Viewing only the tasks assigned to you (Click to see all the tasks for your departments)

= Refresh ... Security | Show all tasks -

N/A © Loan Numb: ¥ ¥ Task Dept Assignment A Assigned To

Tobuild a custom profileviewin the My Tasksscreen proceedwith thesesteps:

1. Moveaheadercolumnby clickingon the header anddraggingt whereyouwantit to
display.

2. Whenyou havethe headersplacedwhereyouwant, proceedwith thesestepsto savethe
profile view:

a. Inthe ManageProfilesdrop-downlist, clickSaveAs

dan sort3 A Manage Profiles ~
Assigned At
QA New Loan q
QA _New Loan Qs

TheSaveAsProfile dialogdisplays:

Save As Profile

g Enter a name to identify this profile and
# === click 'Save As'.

(-

|| Set as default

Cancel Save As

b. Inthe freetext field, enteranamefor the profile view.

c. Selectthe Setasdefault checkboxf youwant this viewto displaywhenyouopen the
PipelineVistascreen.

d. ClickSaveAs
Theviewisavailablein the Default Profile drop-down list.

- Manage Profiles =
DebsMyTask1
Master Profile My Task2
Master Profile MyTaskl
Seth Test
SKO My Task
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3. Youcandeleteaviewby followingthesesteps:
a. Selectthe viewin the Default Profiledrop-down list.

b. Inthe ManageProfilesdrop-downlist, selectDelete.

dan sort3

v || Manage Profiles v

Assigned At

QA MNew Loan

TheDelete Profile dialogdisplays.

Delete Profile
: T Select the profile to delete and then click
® === 'Delete’

Test - l

| Cancel || Delete |

c. Inthe drop-downlist, selecthe profile view youwant to delete.

d. ClickDelete.
TheDeleteConfirmationsystem messageisplays.

Delete Confirmation x

Are you sure you want to delete the Test profile?

e. ClickYes
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The Navigation Panel

Thenavigationpanelenablesyouto easilyaccesvariousaspectsof the LoanCommitment Systenyou
will find commonlyusedscreers suchasMy TasksPipelineVistg Announcementandthe LoanEntry
screen throughthe NavigationPanel. Theoptionsavailableto youin the NavigationPanelvary basewn

your role.

In the NavigationPanelyoufind the followingitems:

5 Q

5
g
II.

My Tasks
Pipeline Vista

Announcements

New Loan

Clickinghisiconenablesyouto createa newloan.

\ 4

Pipeline Vista

Announcements

ELC_Lender_Basic_Navigation_and_Loan_Maintenance_System_Guide 250f57 04/22/20



Import

MINNESOTA HOUSINEASIC NAVIGATION AND LOAN MAINTENANCE SYSTEM GUIDE

Clickinghisiconenablesyouto import filesfrom your computer.If you have1003 informationfor a
loancontainedin anexternalfile, you canimport the file into the Loan Commitment Systeta createa

newloan.

e

Import Loan 23
File Type -
Mapping Set
Import file Browse...
(_) Update Active Loan
®) Insert into Mew Loan
() Allow Mapping Set to determine update or insert
Loan Status v
Client
Channel -
Operations Center v
0K Cancel

Thefollowingfieldsdisplayin the Import Loandialog:

(0]

(0]

File Type Thisis the type of file youwant to import.

Mapping Set Clickinghe field ellipsisenablesyouto locateand selectamapping set.
Import file. Thisisthe nameof the file you selectto import displayshere.

Browse Clickinghis field enablesyouto find the file youwant to import.

Insertinto New Loan This will be auteselected.

LoanStatus Thisisthe statusof the loan.

Client Thiswill be populated with the Lender Partners company nhame

Channel Thelendingprogram

OperationsCenter. Select Correspondent Ops Center, it is the only option available
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Uploading a Bnnie Mae 1003

1. Click on thémport icon.

The Import Loan pop up window will appear.

2. Click theFile Type boselectFNMA

:

3. Click orBrowse
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